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VLM/VLD 
TRAINING

CLASS

OVERVIEW

Class Time ς3.5 Hours

I. Why are we training again?

II. VLM/VLD relationship & duties

III. ²ƘŀǘΩǎ ƴŜǿ όtǊƛƳŀǊȅ 9ƭŜŎǘƛƻƴύ

IV. Monday Night Meeting

× Absentee Supplemental File (Delta 
File)

V. Tuesday morning
× Duties for each team

VI. Election Day

× Voter must state current name and 
address

× Valid forms of ID
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VLM/VLD 
TRAINING

CLASS

OVERVIEW

(CONT.)

Class Time ς3.5 Hours

VI. Tuesday night closing

× Unvoted ballots/ballot packs go in Gray 
box

VII. Electronic pollbooks

× /ƻƴŦƛǊƳ ǾƻǘŜǊΩǎ ŎǳǊǊŜƴǘ ŀŘŘǊŜǎǎ

× 5ƻƴΩǘ ǊǳǎƘ ǘƘŜ ŎƘŜŎƪ-in process

VIII.Provisional voting

× Voter must vote in correct polling 
location

X. Troubleshooting

XI. Management tips

IX. Final items/professionalism

× Customer service, cell phone etiquette

X. Written assessment
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WHAT DO THESE ABBREVIATIONS MEAN?

ACRONYMS
VPEO ςPrecinct Election Official

VVLD ςVoting Location Deputy

VVLM ςVoting Location Manager

VVAT ςVoter Assistance Table (i.e. provisional table)

VEPB ςElectronic Pollbook

VDS200 ςVoting Machine (ballot scanner)

VQRG ςQuick Reference Guide

VBOE ςBoard of Elections (election headquarters)

VORC ςOhio Revised Code

VSOS ςSecretary of State
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WHYTRAINAGAIN& 
WHATΩSDIFFERENTFROM

NOV. 2019?
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TRAININGREQUIREDBYTHESOS
VSOS requires training before every primary 

election

VPrimary Election is different from a General 
Election, and for most workers occurs only every 
two years
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HOWWILLTHISTRAININGBEDIFFERENT?
V¢ƘǊƻǳƎƘƻǳǘ ǘǊŀƛƴƛƴƎ ǿŜ ǿƛƭƭ ŎƻǾŜǊ άƭŜǎǎƻƴǎ 
ƭŜŀǊƴŜŘέ ŦǊƻƳ bƻǾŜƳōŜǊ нлмф ŜƭŜŎǘƛƻƴ

VWe will emphasize key points to remember from 
training class. Take good notes.

VFlip charts handed out at the start of class. 

VReferences to page numbers from flip chart 
throughout class

/ƻƴǘƛƴǳŜŘ Χ
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HOWWILLTHISTRAININGBEDIFFERENT?
VLess time spent on procedural items that can be 

found in flip chart/QRGs

VMore time spent on ά²Ƙȅέ poll workers are asked 
to do what they do

VBrief Q&A sessions throughout the training
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VLM/VLD DUTIES& 
RELATIONSHIP



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 10

VLM & VLD PAY
VVLM - $200

VVLD - $200

VPractice Makes Perfect ςadditional $25

×VLMs and VLDs are encouraged to attend PMP sessions, 
typically held two weekends before the election
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VLM & VLD SHAREDDUTIES
VVLM and VLD are a Management Team

VTheir primary function is to ensure that the 
Election Process is handled in an orderly, 
professional and lawful manner 

VBoth serve as a technical resource and resolve 
issues and troubleshoot election equipment

VBoth assist with the set up of the AutoMARK

VBoth oversee and guide other poll workers in the 
polling location
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REQUIRED VLM DUTIES(PERORC)
V Deliver the Oath of Office, complete and sign

V Assign workers to specific teams/assignments, 
schedule breaks and lunches

V Review with poll workers any alerts or notices

V Set up the location based on the Polling Location 
Setup Diagram

V Unlock the Transport Cart and ensure the correct 
supplies have been delivered

V Ensure the Official Precinct Voter Registration List is 
posted Tuesday morning



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 13

ADDITIONALVLM DUTIES
VBe the primary contact person for the BOE and 

make the five (5) Mandatory Calls (VLM can pass this 
assignment to the VLD as needed)

VDrive his/her car to the Drop-Off Location (along 
ǿƛǘƘ ǘƘŜ ±[5ύ ǳƴƭŜǎǎ ƛǘΩǎ ŀƎǊŜŜŘ ǳǇƻƴ ǘƘŜ ±[5 ǿƛƭƭ 
take his/her vehicle

VVLM in more of an observation/floating role since 
VLD will still be assigned to the VAT
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VLD SPECIFICDUTIES
VStill serve as the lead VAT official

VVLD, once complete with VAT closing, will oversee 
Supply Team
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WHATΩSNEW?

Primary Election
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WHATΩSA PRIMARYELECTION?
The central purpose of a Primary Election is to allow 

voters to select (nominate) the candidates they 

would like to represent their political party in the 

General Election in November. 
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WHOCANVOTE?
VAny voter can vote in a Primary Election

V It does not matter what political party a voter was 
previously. Every voter has the right to choose to 
ǾƻǘŜ ŦƻǊ ŀƴȅ ǇŀǊǘƛŜǎΩ ŎŀƴŘƛŘŀǘŜǎ ŀǘ ŀ tǊƛƳŀǊȅ 
Election (or choose to be nonpartisan).
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POLITICALPARTIESIN THISELECTION
VDemocratic

VRepublican

VLibertarian

VNonpartisan

Democratic Republican
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WHATDOESSELECTINGA POLITICAL

PARTYACTUALLYMEAN?
VWhichever party a voter chooses at a Primary 
9ƭŜŎǘƛƻƴ ōŜŎƻƳŜǎ ǘƘŜ ǾƻǘŜǊΩǎ ǇŀǊǘȅ ƻŦ ǊŜŎƻǊŘ ƛƴ ǘƘŜ 
.h9Ωǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎȅǎǘŜƳ ǳƴǘƛƭ ǘƘŜ ƴŜȄǘ tǊƛƳŀǊȅ 
Election, which is typically every two years. 

VFor example, if a voter chooses a Democratic ballot, 
ǘƘŀǘ ǾƻǘŜǊ ǿƛƭƭ ōŜ ŀ άǊŜƎƛǎǘŜǊŜŘέ 5ŜƳƻŎǊŀǘΣ ŀƴŘ ǿƛƭƭ 
remain so unless he/she chooses a different 
political party at a future Primary Election.

/ƻƴǘƛƴǳŜŘ Χ
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WHATDOESSELECTINGA POLITICAL

PARTYACTUALLYMEAN?
VAny voter can select a nonpartisan ballot, and this 

will make that voter unaffiliated with any party in 
ǘƘŜ .h9Ωǎ ǾƻǘŜǊ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎȅǎǘŜƳΦ 

VHowever, there are no nonpartisan candidates in a 
Primary Election, so if a voter chooses a 
nonpartisan ballot, they will only be able to vote on 
Questions and Issues.



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 21

POLITICALPARTYISPUBLICRECORD
VPolitical party that a voter 

chooses in a Primary Election 
is public record. 

V If a candidate, campaign or 
any member of the public 
wants to view a list of voters 
who selected a particular 
party in a Primary Election, 
that information is available to 
them.

/ƻƴǘƛƴǳŜŘ Χ
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POLITICALPARTYISPUBLICRECORD
VSome voters are sensitive about their political party 

being announced publically at the polling location. 

VSince voter selects their political party on the EPB, 
and the slip that is generated has the political party 
he/she selected printed on it, there should be very 
few instances where a poll worker needs to either 
ask or state out loud the political party a voter has 
selected.
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MYTHBUSTERS
VA voter DOES NOThave to vote in the Primary 

Election in order to vote in the General Election.

VA voter CANvote for any candidate in the General 
Election regardless of their political party.
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17-YEAR-OLDVOTERS
17-Year olds can vote in a Primary Election under the 
following conditions:

1. The voter will be 18 years old on or before the next 
General Election

2. A 17-year old CAN ONLY VOTE ON CANDIDATES, which 
means they must select a political party (a nonpartisan 
ballot only has Questions & Issues). 

3. EXCEPTIONS ON CANDIDATES:  17-years olds are NOT 
permitted to vote on any of the following:

× State Party Central Committee; 

× County Party Central Committee
Flip Chart Page 30
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CHALLENGINGVOTERSONPARTYSELECTION
VDO NOT challenge the party selection/affiliation of 

any voter

VA Primary Election allows a voter to choose their 
political party regardless of their previous party

V In the RARE instance that you believe a voter is 
choosing a political party in a disingenuous
manner, call the BOE for further instructions
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FINALITEMS
Vά!ƴȅ [ƛƴŜΦ !ƴȅ ¢ƛƳŜΦέ is still applicable in a Primary 

Election

VProvisional voter declares his/her political party by 
writing the party on the EPB slip at the VAT
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QUESTIONS?
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MONDAYNIGHT
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POINTSOFEMPHASIS/LESSONLEARNED
VDO NOT log into the EPBs on Monday night

(15 locations did in Nov. 2019)

×Remember no passwords are entered until Tuesday 
morning (Flip Chart page 13)

VAllow Absentee Supplemental File (Delta File) to 
completely download before putting EPBs to sleep

× 166 of 950 EPBs did not completely download absentee 
file in Nov. 2019

×What is the Absentee Supplemental File? (Flip Chart Page 14)

/ƻƴǘƛƴǳŜŘ Χ
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POINTSOFEMPHASIS/LESSONLEARNED
VPut EPBs to sleep on Monday night (closing EPB 

metal case does not put EPB to sleep)

× 114 EPBs were less than 10% charged on Tuesday 
morning and dozens were completely dead

×One backup charging block is being packed for each 
polling location starting with this election

×Refer to Page 14 of Flip Chart
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MONDAYNIGHTBASICS
VRequired attendance; arrive by 6 p.m.

VTransport Cart password - ####

VVerify all supplies are present and set up 
equipment

VVLM (along with VLD) delegates tasks, typically in 
teams of two (2)
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VLM 
CHECKLIST

Monday Night, 
Tuesday Morning & 
Tuesday Closing

Packed inside the 
GreenSupply Bag
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MANDATORY

CALLSTOTHE

BOARDOF

ELECTIONS

RESPONSIBILITYOF

VLM

Board of Elections: 

(216) 443-3277
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POLLINGLOCATIONSETUPDIAGRAM
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EPB TEAM
­ Inspect the EPBs
ÅEach location will have only one (1) 

MiFi Hotspot

­Mandatory Power Sequence
ÅMust follow sequence of 

instructions EXACTLY

­Set up ALLEPBs delivered to 
your polling location

­Download Absentee 
Supplemental List

Flip Chart Page 11

All EPB QRGs can 
be found inside 
one EPB transport 
case with the MiFi
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BALLOT

TEAM

­ Inventory the Ballots in the 
RedBallot Box:

ÅDO NOT open ballot packs

­ Inventory the Ballots in the 
GrayBallot Box(es)

ÅDO NOT open the Ballot Packs

ÅThis process must be completed 
for EACH GrayBallot Box in the 
location

Flip Chart Page 5

QRG located 
inside REDBallot 
Box
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SCANNER

TEAM

­ Inspect the DS200

­Complete DS200 Security 
Record

­Remove Supplies from Ballot 
Compartment

­Plug in the DS200 and Leave to 
Charge Overnight

Flip Chart Page 9

All DS200 QRGs 
are attached to 
the lid of two 
DS200s
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SUPPLYTEAM

Flip Chart Page 4

­ Arrange Polling Location

­ Inventory BlueLocation 

Supply Bag w/checklist found 

inside

­ Hang Maps, Sample Ballots & 

Issue Signs

­ Distribute Loose Items
QRG is inside the 
BlueSupply Bag
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TUESDAYMORNING
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POINTSOFEMPHASIS/LESSONLEARNED
hŦŦƛŎƛŀƭ άtƻƭƭǎ hǇŜƴέ ¢ƛƳŜ

VThe official time for each polling location is what is 
displayed on the personal cell phone of the VLM

VDo not allow voters inside the polling location until 
6:30 a.m.
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OATHOFOFFICE(VLM DUTY)
VVLM conducts Oath of 

Office for all workers

VOath is read aloud by 
the VLM to all Officials

VAll Officials must sign 
the Oath and print 
their political 
affiliations next to 
their names
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VOTERCHECK-OFFLISTS

V Post blank Precinct Voter 
Check-Off Lists at 6 a.m.

V The 6 a.m. lists come 
from GreenUpdate 
Folder in GreenSupply 
Bag

V The 11 a.m. and 4 p.m. 
lists are generated from 
one (1) EPB

V All lists are posted by the 
entrance to the voting 
room
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FLAGSANDSIGNS
VPlace large American flag outside main entrance 

to Location; 

VPlace two (2) or more small American flags appx. 
100 feet from entrance 

VtƭŀŎŜ άbƻ /ŀƳǇŀƛƎƴƛƴƎέ ǎƛƎƴ млл ŦŜŜǘ ŦǊƻƳ ǘƘŜ 
entrance

VIŀƴƎ ά9ƭŜŎǘƛƻƴ ¢ƻŘŀȅέ ŘƛǊŜŎǘƛƻƴŀƭ ŀǊǊƻǿ ǎƛƎƴǎ ǘƻ 
direct voters from the parking area and main 
entrance to voting room
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EPB TEAM
­ Steps must be followed on ALL

Electronic Pollbooks

­ Confirm all four (4) icons in the 
status bar are GREEN

Flip Chart Page 17

All EPB QRGs can 
be found inside 
one EPB transport 
case with the MiFi
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BALLOT

TEAM

­ Steps must be completed for ALL 
Redand GrayBallot Boxes

­ All unopened ballot packs remain 
in Ballot Boxes until needed. Keep 
ballot boxes behind Ballot Table(s)

­ Ballots are precinct specific

­ Remove and place on Check-In 
Table

ÅAuthority to Vote Slip Envelope(s);

ÅCurbside Envelopes;

ÅSoiled/Voided Envelope;

ÅEPB Reports Envelope; and

Å17-Year Old Envelopes

Flip Chart Page 16

QRG located 
inside REDBallot 
Box
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SCANNER

TEAM

­ Inspect the DS200

ÅRemove EPBs from Ballot 
Compartment and place on Check-
In Table

­Complete DS200 Security Record

­Review the Configuration Report

­Open the Polls | Print the Zero 
Totals Report

Flip Chart Page 18

All DS200 QRGs 
are attached to 
the lid of two 
DS200s

Zero Report MUST be 
signed by officials of 
opposite political parties!
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VAT TEAM

­ Set up Voter Assistance Tables and 
voting booth. Ensure all supplies 
are on the table(s)

­ Depending on the size of the 
location, you may have multiple 
provisional tables. Staff 
accordingly.

× 1-4 precincts has one (1) table

× 5-8 precincts has two (2) tables

× 9-12 precincts has three (3) tables
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VOTERGREETER

VALL VOTERS MUST go 
to the Check-In table

Vά!ƴȅ [ƛƴŜΦ !ƴȅ ¢ƛƳŜέ

VAsk voter to have valid 
ID out and ready
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LOCATIONREADYFORVOTING
By 6:15 a.m. all Check-In and Ballot Table(s) and at least 
one (1) DS200 in the location must be ready for voting, 
which means:

× EPBs & Ballots are in the proper locations and ready for 
use

× At least one (1) DS200 is sealed and ready for use

× The VLM makes Mandatory Call to the BOE to report 
location is Open and Ready by 6:30 a.m.

× !ǘ сΥол ŀΦƳΦ ǘƘŜ ±[a ŘŜŎƭŀǊŜǎ ά¢ƘŜ tƻƭƭǎ ŀǊŜ ƻǇŜƴ ŦƻǊ 
votingΗέ

Flip Chart Page 19
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ELECTIONDAY
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POINTSOFEMPHASIS/LESSONLEARNED
VDriver license/state ID needs to be valid/unexpired

× The EPB DOES NOT have the ability to recognize if a driver 
license/state ID is expired or not

VUnsure if a form of ID is acceptable, call the BOE

VAsk each voter to state their current address and name

×Done in every circumstance, without exception

×Required by Ohio law

×Do not issue a ballot based on address from driver 
license/State ID, but what the voter verbally states

/ƻƴǘƛƴǳŜŘ Χ



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 53

POINTSOFEMPHASIS/LESSONLEARNED
VWhat if a voter is reluctant to state their current 

address and name?

× The address and name of every registered voter is public 
information (including on the BOE website)

× If voter is still uncomfortable verbally stating their 
ŀŘŘǊŜǎǎκƴŀƳŜΣ ǘŀƪŜ ǾƻǘŜǊΩǎ L5 ŀƴŘ ŀǎƪ ǘƘŜƳ ǘƻ ŎƻƴŦƛǊƳ ƛŦ ǘƘŜ 
name and address printed is current

V11/4 Reports are printed from one (1) EPB and posted 
at the entrance to the voting room (Flip Chart Page 30)
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VIDEO: ACCEPTABLEFORMSOFID
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ACCEPTABLEFORMSOFID (FLIPCHARTPAGE20)

VPhoto ID is NOT REQUIRED in the state of Ohio

VConceal Carry/Hunting License ARE acceptable forms of ID

VElectronic versions of Proper ID are permissible
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VIDEO: DS200 BALLOTJAMSAND

ABANDONEDBALLOT
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OBSERVERS
V Appointed to watch and inspect Election Day 

proceedings

V Required to follow guidelines

V Certificate of Appointment and Oath:

× Must present Certificate of Appointment & ID

× VLM will give the Observer the Oath (Observer Packet)

× Must sign Observer Sign-In Sheet each time

× Observer packet inside GreenUpdate Folder

V Federal Observers DO NOT follow these guidelines

Flip Chart Page 20
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OTHERSATTHEPOLLINGLOCATION
Media

VCredentialed media may enter Polling Location

VPermitted to take pictures and record video, but 
CANNOTinterfere with voting or infringe on voter's 
privacy

Exit Polling

VPeople (often media) who survey voters as they exit

VMust take place outside of immediate voting area and 
must not interfere with voting process

Flip Chart Page 20
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CAMPAIGNERS
VNot permitted within 100-Ŧƻƻǘ άbƻ /ŀƳǇŀƛƎƴƛƴƎ 
!ǊŜŀέ ƳŀǊƪŜŘ ōȅ !ƳŜǊƛŎŀƴ ŦƭŀƎǎ

VPrimary responsibility of Rovers to monitor

VAre permitted to hand out literature outside the 
100-Ŧƻƻǘ άbƻ /ŀƳǇŀƛƎƴƛƴƎ !ǊŜŀέ

Note: Check frequently to make sure no literature is 
left in Voting Booths

Flip Chart Page 20
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17-YEAR-OLDVOTERS
VWill be marked as 17-Year-Old voter in EPB

V Ballots will be placed into 17-Year-Old Envelope

V To ensure 17-Year-Old voters do NOT vote on issue 
contests and do NOT scan their ballots, be sure to:

× Use 17-Year-Old stamp to mark top left corner of all ballot 
sheets

× Provide voter ballot, copy of 17-Year-Old instructions and 17-
Year-Old Envelope

× Review instructions with voter

× Sign 17-Year-Old Envelope and place in Gray ballot box

Flip Chart Page 30
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VOTERSWITHDISABILITIES
VTreat with respect

VDo not challenge voters who are receiving 
assistance or have other ADA needs such as a 
service animal

VVoters with disabilities can receive assistance 
from:

× Family member or friend (never an
employer or union representative)

× Two (2) PEOs of opposite political parties

×Use AutoMARK

×Use Curbside voting (Flip Chart Page 30)
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EXTENDEDVOTINGHOURS

In rare situations, a court order could require the 

polls to remain open later than 7:30 p.m. The Board 

of Elections will notify you if your polling location is 

required to remain open and provide you with the 

new closing time.

Flip Chart Page 31
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ELECTION

DAYTIPS

­ Turn BOE cell phone on and 
volume up

­ Frequently check EPBs for Green 
icon showing connectivity

­ Use ALL DS200 scanners equally

­ Never accept absentee ballots at 
Polling Location

­ Assign and review closing 
procedures around 2 p.m.

­ Take all supplies and equipment 
to Drop-Off location

Flip Chart Back 
Cover
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TUESDAYCLOSING
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POINTSOFEMPHASIS/LESSONLEARNED
V5ƻƴΩǘ ǘŀƪŜ ƻǊ ǊŜƳƻǾŜ ǘƘŜ ǇǊŜŎƛƴŎǘ ƭŀōŜƭ ŦǊƻƳ ǘƘŜ 

plastic sleeve of the ballot boxes/supply bags

VUnvoted ballots/ballot packs go inside a Gray ballot 
box (Flip Chart Page 35)

VVoting Results Report ςOne copy posted at the 
exterior of the polling location facing outward

VPack all Clear Provisional Precinct Pouches in a Gray
ballot box (Flip Chart Page 35)
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REMINDERS
VVoters in line at 7:30 p.m. get to vote

VDO NOT start closing procedures until last voter has 
left the location

VEach bag has a checklist that says what will go in it 
at the end of the night

VAll workers need to help with the closing process
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VIDEO: POST-ELECTIONPACK-UPCHECKLIST

VwƻǾŜǊ ǿƛƭƭ ōǊƛƴƎ ŀ ά/ƭƻǎƛƴƎ tŀŎƪŜǘέ ǘƻ ǘƘŜ ±[a ŀǊƻǳƴŘ 2 p.m.
on Election Day


